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Attachment C

Initial Guidance Document 

Large-Scale Projects



 
 

Low-Income Energy Efficiency Program: 
A Project of the Delmarva Settlement Fund 

 

 

 
Issue Date: TBD  
V1.0; 2017-05-08 



 

 



 

  



 
On June 2, 2015 and November 1, 2016, the Delaware Public Service Commission (PSC) adopted 
orders approving the merger of Delmarva Power & Light and Exelon Corporation  
and the Amended Settlement Agreement (PSC Docket No. 14-193). Provisions resulting from the 
Amended Settlement Agreement (Settlement) allocated funds to a low-income customer energy 
efficiency program for Delmarva Power customers. These funds are being provided through a 
competitive grant process to support capable organizations in delivering energy efficiency 
programs to low-income ratepayers located in Delmarva . The 
Delaware Department of Natural Resources and Environmental Control (DNREC), Division of 
Energy and Climate (DEC) will administer these funds.  
 
Applicant(s) receiving a grant award will accomplish the following:  

 Increase the energy efficiency of low-income Delaware households that contribute to statewide 
electric and gas savings. 

 Engage with and inform low-income Delaware households about the benefits of efficiency. 

 Develop a comprehensive community-based approach to address energy efficiency issues in 
low-income housing by mobilizing public and private sector resources, including grassroots, 
community-based, non-profit, and faith-based organizations. 

 Ensure to the greatest extent feasible that job training, employment, contracting, and other 
economic opportunities generated by this grant will be directed to low-income persons. 

With direct guidance from the EEAC and the EEAC Low-Income Working Group, (Name of 
 Organization) has been contracted to manage and distribute all low-income settlement 

funds through a grant making process that serves two distinct energy efficiency programs including a  
large-scale low-income energy efficiency grant program(s) as well as a small-scale community-based 
low-income energy efficiency grant program(s).  

This guidance document supports the large-scale low-income energy efficiency program only. The 
large-scale energy efficiency grant program will be structured in a similar way to low-income energy 
efficiency programs established around the country (e.g. Weatherization Assistance Programs, low-
income energy efficiency retrofit programs, behavior programs, etc.). Organizations that have the 
experience, capacity and resources in place to stand up a large-scale energy efficiency program are 
encouraged to apply.  



 

 
These Low-Income Energy Efficiency Program grant funds have been authorized by the Delaware 
Public Service Commission (PSC Docket No. 14-193). All grant applications will be coordinated and 
initially reviewed by the Low-Income Energy Efficiency Settlement Grant Fund Review Committee 

m the Delaware Energy Efficiency Advisory 
Committee.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Total amount of funds available is $###. The maximum available for award amount for the Low-
Income Energy Efficiency Program funds is not to exceed $###. The minimum award amount is to be 
no less than $###. 
 
All awards are subject to the applicable funding restrictions described in PSC Docket No 14-193. (See 
Addendum) 
 
 

 
The Review Committee has no pre-determined number of grant awards from the available Settlement 
funds.  
 
 

 

Estimated Project Start Date: TBD 

Estimated Project End Date: TBD  

Length of Project Periods: Up to a 36-month total project period with annual budget periods. 
 

 

 
Eligible applicants include Delaware-based for-profit companies with a valid State of Delaware 
business license, non-profit organizations with a valid 501c3 federal designation, and Delaware 
government agencies.  
 
 
 
 
 
 
 
 



 

Public notice regarding this Guidance document has been provided in accordance with the Grant 
 

 
 

This Guidance document is available in electronic form through the Grant Manager website (Insert 
Website URL HERE). Paper copies of this Guidance will not be available. 

 
 

 

All submitted applications should contain the application components listed below. Further detail 
about rating criteria and specific expectations for each application section are provided in Section IV 
of this Guidance document.  

Narrative Response - The narrative responses to Rating Factors 1 to 5 are limited to: 
 A maximum of 40 numbered pages (excluding appendices, budget forms/narrative, and 

worksheets) 
 Letter sized paper, 8-1/2 x 11 inches 
 12-point (minimum) Times New Roman font 
 Double spaced 
 At least 1 inch margins on all sides 

 

Budget Narrative 
 

Budget Worksheet - (See Appendix A.) 
 

Appendices - Supplemental application materials such as résumés and match commitment letters. 
These attachments should directly refer to and support the specific rating factor narrative to which 
they pertain.  

 
The information required to be submitted in response to this Guidance has been determined by the 
Review Committee to be essential for use by the Review Committee in the grant application 



evaluation and award process.  
 

  
 
 

Grant applications are due at 1:00pm EST on TBD, 2017. Applications received after the specified 
date and time will not be accepted or considered.  
 

 

All grant applications must be submitted electronically via email and must respond to the items 
outlined in this Guidance document. Each application must be emailed to Insert Grant Manager 
Name: (Insert Email address). Email subject line should read as follows:  
 
App_LI Delmarva Settlement_Track (Insert Number)_(Insert Organization Name). 
 

 

Any changes, amendments or modifications to an application must be made in writing, submitted 
in the same manner as the original response, and conspicuously labeled as a change, amendment or 
modification to a previously submitted application.  Changes, amendments or modifications to 
applications shall not be accepted or considered after the hour and date specified as the deadline for 
submission of grant applications. 
 

 

The contents of any proposal shall not be disclosed as to be made available to competing entities 
during the negotiation process. 

 

 
A conflict of interest or the appearance of a conflict of interest may occur if you are directly or 
indirectly involved with an organization that has submitted a proposal for evaluation and you are a 
member of the Review Committee, EEAC, or the EEAC Low Income Working Group. All 
applicants that participate on the EEAC or the EEAC Low-Income Working Group must inform 
the Guidance Designated Contact of any potential conflicts of interest. Any applicant that sits on 
the EEAC or the EEAC Low-Income Working Group must recuse themselves from participating in 
any part of the application evaluation process. Examples of potential biasing affiliations or 



relations are listed below:  
 

Your affiliation with a bidding company or institution. For example, a conflict may exist when 
you:  

 
 are employed by or are being considered for employment with the company or institution 

submitting any bid or hold a consulting, advisory, or other similar position with said company 
or institution;  

 
 hold any current membership on a committee, board, or similar position with the company or 

institution; 
 

 hold ownership of the company or institution, securities, or other evidences of debt; 
 

Your relationship with someone who has a personal interest in the proposal. This includes any 
affiliation or relationship by marriage or through family membership, any business or professional 
partnership, close personal friendship, or any other relationship that you think might tend to affect 
your objectivity or judgment or may give an appearance of impropriety to someone viewing it from 
outside the relationship. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
Application Review - This section describes the application review and rating process and the review 
criteria that will be used by the Review Committee to select qualified grant awardees. Applicants shall 
follow all instructions contained in this Guidance in order to be considered for an award.  
The Review Committee reserves the right to: 

 Select for grant award an application other than that with lowest costs; 

 Reject any and all grant applications or portions of grant applications received in response 
to this Guidance or to make no award or issue a new Guidance; 

 Accept applications in-part; 

 Request modification to grant applications from any applicants during the grant process; 

 Negotiate any aspect of the grant application with any grant applicant and negotiate with 
more than one grant applicant at the same time. 

 
 

All grant applications shall be evaluated using the same criteria and scoring process. 
After reviewing the application, the Review Committee shall assign a score for each pre-
determined criterion listed in the section below. The Review Committee will also consider whether 
each grant application is clear, concise, and well-organized.  
 

 

The following criteria shall be used by application evaluators to assess grant applications. Each 
criterion has been weighted based on level of importance specific to each Track. 

 

TRACK I: Rating Criteria Weight 

1: Capacity of applicant and relevant organizational experience 20 

2: Description of the need/extent of the burden 10 

3: Soundness of approach 40 

4: Budget 15 

5: Achieving results and program evaluation 15 

Total 100% 

6: Bonus 5 



 
Grant applicants are encouraged to review the rating criteria and to provide a response that 
addresses each of the scored items. Evaluators 
capabilities based on the information provided in the application, so the responding applicant 
should be detailed in their grant application responses. 

 

 
Applications should demonstrate their ability to meet the rating criteria described above through 
information presented in the application. The application narrative should address rating criteria 1-3, 5, 
and the bonus criterion. Criterion 4 should be addressed in the budget narrative. The specific 
information requested under each rating criterion is described in further detail in the following 
sections.  
 
Applicants should ensure that information provided in the narrative for a specific rating criterion does 
not include information that addresses a different criterion. For example, if your grant application 

criterion 3 instead of rating 
criterion 1, the past experience will only be scored based on the information included in rating criterion 
1.  
 
In addition, material provided in the appendices can support narrative information, but will not be used 
in lieu of information provided in the narrative response to the rating criteria. 
 
 

Evaluators will consider numerous factors of your prior performance, such as monitoring results, 
performance against benchmarks, and other relevant information, to evaluate capacity and relevant 
organization experience. 
 
You must demonstrate that your organization has sufficient qualified personnel, or will actively 
retain qualified experts or professionals, and is prepared to perform low-income energy efficiency 
work, and other proposed activities within 90 days of the grant award to successfully implement 
and complete the project. If any of the key personnel titles/roles you list below are not filled by 
your staff when you submit your application, describe your plan to fill the vacancies in a timely 
manner. 
 

 

 
Key personnel must include, at a minimum, a Program Manager. Unless financial management 
of the grant falls under the responsibility of the Program Manager, you must also identify the 



person responsible for the financial management of the grant. You must provide resumes of the 
key personnel and job descriptions for planned key personnel, including the person responsible 
for the financial management of the grant. You must describe the roles and responsibilities of 
each key personnel for the project. For each key personnel, please provide the following:  

 Personnel Name & Organization  

 Title/Role  

 % Time (FTE)*  

 Duties/Responsibilities 
 

The day-to-day Program Manager must be experienced in work related to the project. The 
Program Manager must have demonstrated project management experience. If a Program 
Manager has not yet been hired, the job description for this position must be included in the 
Appendix to your application.  
 
* FTE = Full time equivalent; if labor hours are used, convert to FTE on the basis of 1 FTE = 
2,080 hours per year. 

 
 

 

 
Provide the information below related to partner entities that will receive Settlement funds from 
your program and that will provide critical services and/or carry out critical activities for the 
proposed grant program (vs. commercial services and off-the-shelf suppliers): 

 List and describe partner entities (i.e. sub-grantee(s), sub-contractor(s) organization(s), sub-
recipient(s) and consultant(s)) at all tiers that will provide critical non-duplicative services 
and activities; 
 

 tions and experience in initiating and 
implementing energy efficiency or housing projects;  
 

 List the key personnel from each of these critical partner entities, their respective roles and 
responsibilities, their qualifications and experience, and the percentages of time committed 
for all key personnel identified. You may provide this information in your narrative or in 
resumes for each of the key personnel from these critical partner entities; 
 

 Provide a description of how partner entities are in good legal standing and have all the 
business elements necessary (e.g. insurance, certifications, etc.) to conduct work in the 
State of Delaware 

 
 
 



 
 

 
Describe how you will administer this grant program, including how you will address oversight 
and financial management and provide examples of current financial reports. 
 
Describe how funding will flow from your organization to those who will perform work under 
you on this grant program. Also describe how you will ensure that acceptable work is 
conducted and acceptable products were provided before you pay invoices to key program 
partners and before you submit invoices. 
 
Describe the staff, procedures, and electronic management system you will use on this program 
to ensure proper project oversight/monitoring, contract administration, and monitoring of all 
sub-grantees and contractors. 

 
 

 
Describe your involvement in coordination among critical energy efficiency agencies, 
including participation in the statewide or jurisdiction-wide energy efficiency goals and 
objectives.  

 
  

 
Describe how grassroots community-based non-profit organizations, including faith-based 

For example, these 
activities may include outreach, community education, marketing, and program assessment 
activities.  

 
 

 

 
List all (e.g. federal, state, local, and non-profit) projects completed by your organization in the 
last three years that demonstrate experience in implementing energy efficiency or other related 
programs  Community 

Weatherization Assistance 
Programs, Healthy Housing programs, energy efficiency community education programs, and 
other comparable state, local or non-profit programs, etc.  

 



 

 

 
Describe how you have administered similar programs, including whether and how you 
achieved performance benchmarks, addressed program oversight, and implemented financial 
management. Elements of prior performance that will cause your score to be reduced include: 
 

 Termination for cause. 
 

 Failure to achieve program benchmarks, financial benchmarks (e.g., amount or percentage 
of funds from the awarding agency disbursed, amount or percentage of match expended, 
etc.), or other requirements of the program. 

 
 

 

 
Describe how funding flowed from your organization to those who performed work under you 
on similar programs. Also describe how you ensured that acceptable work was conducted and 
acceptable products were provided before you paid invoices and before you submitted invoices 
to the entity that provided you the grant or contract. 

 
 

 

 
Describe the staff and procedures used on similar programs to ensure proper project 
oversight/monitoring, contract administration, routine monitoring and, if you conducted it, 
targeted monitoring, of all sub-grantees and contractors to ensure conformity to the terms, 
conditions and specifications of grants, contracts or other formal agreements. 

 
 

 

 
Describe whether and how routine monitoring of all sub-grantees and contractors ensured 
conformity to the terms, conditions and specifications of contracts or other formal agreements 
and requirements, and the requirements of similar programs. 

 
 

 
You will be scored on this rating criteria based upon need documented through publicly available 



data and information. There must be a direct and substantial relationship between the proposed 
energy efficiency activities and documented community needs. The data submitted in response to 
these rating criteria will be verified using data available from the Census and other data available, 
and you must indicate what source of data is being used. You must ensure that the current 

Delmarva , whose demographic characteristics 
constitute the data for these rating criteria, are the individuals and families that will receive 
priority for the benefits of the funded programs and this must be addressed in the remainder of 
the application. 
 
Points will be awarded for this rating criterion based upon need demonstrated under segments b., 
Energy efficiency burden, c., Income data, and d., Other Factors Contributing to Energy Burden, 
described below. Please provide data responses in simple table format. NOTE: Provide data only 
for areas that lie within the Delmarva Target Area unless you demonstrate that Delmarva Target 
Area data or jurisdiction-level data are not available. For example, do not provide data for your 
whole jurisdiction if the Delmarva Target Area is only a portion of it. Provide verifiable sources 
for your data. 
 

 
 

 
See addendum item 2.0 for a description of the statewide Delmarva Target Area. If program 
services are contained to a particular geographic area within the statewide Delmarva Target 
Area, you must provide the census tract(s), ZIP code(s), or other identifying name(s) or 
number(s) for the Target Area(s) you propose to work. 

 
 

 

 
Describe how you will use data to prioritize the selection of program participants to recruit for 
low-income energy efficiency work under the grant. 

 
 

 

 
Provide the percentage of families in the Target Area(s) at or below 60 percent of the State area 
median income level (AMI), or at or below 200% of federal poverty guidelines. For Track II 
applicants, this shall help designate areas in which community-based applications will be 
focusing efforts. Include the source and date of your data if the data are available from a 
publicly accessible online source, provide the specific URL(s), such as: 
http://destatehousing.com/AffordableHousingResourceCenter/ot_resources.php.  

 



 
 

 
Provide additional information that describes the need created by the high energy burden in the 
housing in the proposed Delmarva Target Area(s). NOTE: this is a narrative response, and must 
not duplicate information provided elsewhere in this response for Rating Criteria 2. 

 
 

This rating criterion addresses the quality and cost-effectiveness of your proposed work plan. In 
general, there are four key stages in the life of this grant: application, start-up, implementation, and 
close-out. You must describe in detail your work plan to address start-up and implementation phases of 
the grant that includes specific, measurable and time-phased objectives for each major program 
activity. You will be rated on:  

 

 Your ability to implement your work plan; and  
 

The quality of your work plan, for each major program activity that reflects benchmark performance 
standards. Your proposed Delmarva low-income participant completion and financial benchmarks 
must be included in a table as part of the narrative. 

 

 

 

 
Provide a general program concept description. Be sure to include a general description of 
low-income program services provided, and any low-income energy efficiency industry 
innovations. 

  

 
Describe the startup phase (first 90 days) of your proposed program, including: 
development of your program work plan with a timeline to complete work within the 36-
month period of performance; development of your program policies and procedures; plan 
to hire and train staff; if applicable, plan to establish a qualified contractor pool; plan to 
build and establish partnerships; development of plans for outreach, marketing, and 
recruitment of families and units; development of plans for staff education and training; 
development and plan for prioritization of units; and develop and plan for intake and 
enrollment. 



 
Describe the facility location(s) at which all grant operational functions will be completed. 

 

 

 
Describe how your program will coordinate with State and local agencies or other partner 
organizations; and describe how, for example, referrals from the LIHEAP, Section 8, 
Housing Choice Voucher program and other agencies that assist low-income households 
will be received and processed. Describe your process for establishing contracts and/or 
memorandums of understanding (MOU) with partners and sub-recipients. Describe your 
process for monitoring and tracking your sub-recipient and partner activities and 
commitments. Explain your process for addressing activities that are not being met as 
agreed in the contract or MOU. 

 

 

 
Describe in detail the methods and strategies you will use, including the individuals and/or 
sub-grantees, sub-recipients or contractors responsible, to affirmatively market and 
outreach the program to low-income Delmarva Target Area and/or residents with Limited 
English Proficient guidelines. Describe the measures your program will take to sustain 
recruitment, and identify the staff responsible for both monitoring recruitment activities and 
implementing the measures identified to sustain recruitment. Discuss your proposed 
outreach activities and expected outcomes, as it relates to unit enrollment and program 
sustainability in the Delmarva Target Area. You must describe how outreach activities will 
be culturally sensitive, targeted, and linguistically appropriate and identify the means 
available to supply the educational materials in other languages (identify all languages that 
apply) common to the community. Outreach must also be provided in alternative formats 
for people with disabilities. Include the estimated number of individuals to receive the 
intended outreach. 

 

 

 
Describe your plan and numerical goal for the number of eligible program participants. You 
must clearly connect the identified need and Delmarva Target Area from previous factors to 
the selection criteria and approach for this criteria factor.  

 
 
 



 
Describe the specific measures your program will use to complete intake and enrollment of 
program applicants. Describe the specific measures your program will take to sustain your 
eligible participant pipeline. Identify the staff responsible for both monitoring of this 
process step in addition to the actual recruitment activities by your agency staff. 

 

 

 
Describe how you will ensure the safety, security and privacy of files and all protected 
information.  

 

 

 
Another aspect of Criteria 3A is the proposed technical approach for low-income energy 
efficiency work. Applicants should provide the following information related to their technical 
approach. 

  

 

 
Describe the production process from participant intake to work completion/clearance and 
follow-up testing (if applicable), including identifying the agency/person responsible for 
each phase, the timeline to complete each phase and how monitoring will be performed to 
both prevent and resolve production impediments. 

 

 

 
Describe the proposed number of eligible participants you plan will receive low-income 
energy efficiency work based on your capacity and expected accomplishments. Describe 
your approach to maximizing the number of eligible participants to receive energy 
efficiency work. Work completion estimates must include consideration of potential 
impediments and unforeseen delays. Remember that, if awarded a grant, you will be held to 
your production commitments.  

 
 
 



 
Describe the proposed estimated level of gas (MMBTU) and electric (kWh) savings based 
on expected accomplishments. Describe your approach to maximize energy efficiency 
savings for eligible participants.  

 

 

 
Describe how you will keep costs per eligible participant under tight control, such as your 
process of selecting participants to enroll and refining the scope of work associated with 
each energy efficiency service provided.  

 

 

 
All work must meet industry standards. For energy efficiency housing retrofit programs, a 
Building Performance Institute standard energy efficiency audit/ inspection and 
basic risk assessment is required for every unit and/or common area you assist using funds 
under this program.  

 
Describe the industry standards you will be using for this program. If applicable, include 
the assessment methods, computer software, schedules, and estimated costs for energy 
efficiency audits/ inspections you propose.  

 

 

 
Describe how you will provide program participants with energy efficiency information 
generated by activities under this grant. 

 

 

 
All applicants must describe the process for developing energy efficiency work 
specifications. Describe the general scope of energy efficiency services and prioritization 
process for prioritizing specific energy efficiency measures.  

 
All applicants must describe the primary energy efficiency measures that you anticipate 
implementing as part of your  program. Individual measure 



suggestions 
Energy Efficiency Technical Reference Manual (TRM). The Delaware TRM may be found 
at: 

 
 

 

 
If applicable, describe the process for developing and implementing the energy 
efficiency contractor selection process for units enrolled for home performance 
energy efficiency work, and indicate the individual or entity responsible for 
ensuring the integrity of this process.  

 

 

 
If applicable, describe how home performance contractors, property owners and 
maintenance personnel performing interim controls and energy efficiency work 
will be properly trained and/or certified to ensure that staff and contractors 
perform work of acceptable quality in compliance with work specifications and 
applicable industry standards including, the Building Performance Institute and 
State/ local code.  

 

 

 
If applicable, describe how you will ensure that the home improvements 
resulting from Settlement funds comply with building and other local codes, 
especially code provisions to ensure energy savings and/or resilience of the 
housing. 

 

 

 
If applicable, describe the timeline for completing post-intervention assessments 
and quality control checks. Describe the responsibility and payment of 
additional costs if a unit does not meet post-assessment standards. 

 

 

All applicants must describe how work will be monitored and supervised to 


